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1. OBENERAL

Regulation s teviistes o competitive pravotion program within
Cayeer Service areas. This Instruction eatablishes policy and procedures
for implementing this prograxm ss it relstes to the promotion of Loglatics

Designees .
2. mauwwmzmmmsmasmgmmlms

Chiefs of Divisions or Staffs, or Chiefa of Pleld Stations are responsi-
ble for initiating promotion regquests for Wage Poard employees and GBS

one through six, by ¢ ating Regueat for Personnel Action
(8F-52) in sccordsnce with and forwarding such, via channels,
to the Iogistics Persounnal Office for appropriate reviev and sction.
Recommandatious for promotion will be initiated and reviewed on the basis
of & campetitive evalustion of employees' performmance, qualifications,
lergth of service, sceeptance ¢f Career Staff obligations and valus to the
Agency. Premotlon requests for Wage DBoard smployess and GS employees in
grades oue through sixz are not to be initiated unless appropriate slote
exist into which the employees can be promoted.

3. PROMOTION OF EMPLOYERS TO SUPERGRADE POSITIONS

For policy concerning the promeotion of employees to super s positions,

4. PROMOTION OF OS-7 THROUGE GE-14 EMPLOYRES

a. Eatablishment of Number and Grades of Promotions Availsble
Pertodically, the Director of Perscnnel will provide the Office of
Ioglatics with its Career Service Staffing Autborization. ITu genersl,

the COSA will esteblish the mumber of promotions, by grade, available
for use by the Logistics Career Service to promote selected employees.
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b. Balesties of Bmployees who ere to be Recomsanded for Promotion
()

{»} As requested by the logiatics Usreer Board, the Legisties

Parscunel Offlce will review the records of all sligible
enployvees {those who have completed the miniwom time-in-
?du mm}, and in scoordance with the Polot Rating Systes
£ below), wank them ir ramericsl order. Thase

iiste will be own sa the Riigibility Premotiion Lists. 2
saparste list will be yrepered for sech grade, 08-7 threug:
@8-1%, wvary six mpnths. The Eligibility Promotion Lists
will W utilised by the Legisilcs Cexmer fomrd as a guide.

{®) Ziginility Promotion Lists and point retings assiged
individual employees will be maictaived by the legletics
Persoonel Office on an EYES ORLY besis.

(2) Comptlatior of Recommendsd Promotion Lists

{a) The logistics Career “oard will review each Rligibility
Premotion List soll rark those employees ic rumericel order
who in the spinlon of the Fomrd merit premotic:. These lists
will be known as tw Recommended Promotion Lists and will in-
cluds & minimm of ten and & maximm of fifteen nsoes.

{v) ¢ Wﬁa&e slots are not amiab},s into which employees,
vhose sames appeer on the Becommended Promotion List, can be
proascted, the DBomrd will inﬁieate by an ssteriak those em-
piovess whe sre O be considersd for Persoral RPenk Assligs-
ments {ses paregraph k4).

{e¢) The selsction of employees Tor irclusion on ths Recomsended
Prasotion Lists will be made oo the beais of s competitive
svaluation of the employess potectial to the Agency. 1I=n
general , enployeess potential to the Agency may be lased vpea
such Tectors as: their yalative rank on the Eligibility
Pramotion Iist; an ewmluatios of thelr work performence;
varisty of sssigrments they heve held; guantitative snd
gqualitative svaluetien of thelr formel edncation 2ombined
with other training completed; their ability to present logical
pr my or in Mﬁ%’ their Maty to maintais: seatis-
faatary relstiovships with others; their supervisory or emecu-
tive ability; their techrnical knowlielgs of ove or more phases of
lsgisties; thelr willingneas to mccept thelr caresr gtafl
miwtim, the degres of drive which they possesa: their re-

ceptivensss 0 supervisory control and guidance; efc.
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{a) The Recommended Promotion Lists will be forwarded to the
Head of the Ioglstice Career Service for spproval or diss
spproval,, together with a recommendstion ss to the number
of pramotions to be effscted.

c. Action by the Head of the x__eﬁatics Career Service

(1)

{2}

The Head of the loglstics Cereer Service will review the Recon-
rended Pramotion Lists, together with the mumber of promotions
recaguended Yo be utilized as sulmitted to him by the logistics
Carser Foard. Based upon a competitive svaluation of an
employee’s potential to the Agency, he will select the nmumber
and names of employees who, in his opinion, merit promotion.

In selecting and recommending employees for promotion, the Head
of the Logistics Cereer Service is responsible for ensuring that
eech employee recommended for pramotion is utilized in s position
of proper grade upon pramotion or upon completion of & Personal
Bank Assignment; and ensuring that the grade and occcupationsl
struciure of the Logistics Ceareer Service dces not exceed the
Cexeer Staffing Authorization made availeble to the Office of
logistics by the Office of Personnel.

4. Personal Renk Assigmments

(1)

(2)

Nomally, so employee will not be prouoted to a grade higher than
the grade of the position to which he im to be esaigned.

In those few instances where it is determined that an employee
should be promoted to & grade that exceeds the grade of the
position to which he is assigned, such promotions will be known
a8 Personal Hank Assignments and will be recommended by the
logistics Career Bosrd vhen the following conditions exist:

(a) Justification for the recommendstion 1s based upon one of
the following reasons:

i+ To enable en employee to be competitively promoted and
complete a specific tour or sssigmment in & position of
grade lower than his grede after premotion;

2. An employee is the only quelified individual available
for sssignment to a position which must be filled im-
mediataly;

3. The employee possesses such unususl background, contacts,
or gqualifications for a particulsr position that his
esaignment ias essential to an Agency progrsm.,
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k. An employee's service record and qualifications clearly
predict gatisfactory performance in & position of his
grade, snd staffing plans provide for the filling of
such & position in the near future, but no sppropriate
sasigmeent of proper grade ie currently aweilable;

5+ 7o permit an employee to obiain specific experience
esgentlisl to the planned future utilization of his
gervices.

{v) The duration of the recommended Personal Renk Assignment is

{c) BRessonsble expectetion exists that at such time as the
durstion of the Personal Rank Assigmment expires, an ap-
propriate vacancy {possesging the grvade of the employee) will
exist into wvhich the smployee can be Immediately reassigned.

Processing of Pramotion Actions

{1}

{2)

(3)

The Head of the Loglsatics Career Zervice will advise ths sppropri-
ate Chief of Division or Staff, or Chief of an Ares Division {in
the instance of field smployees) wherein the employee is assigned,
that he is considering promoting the employee.

She Chief of an Office of Logistice Diviaion or Stadf, or 2 Chiel
of an Ares Division will:

{s) Prepare SPF- Request for Personnel Action, in sccordance
with and submit such to the Logistics Personnel
Office. Premotion requests reguiring Personal Renk Assign-
ments will include s statement {see para. 4d sbove) of the
reagon for the Personal Rank Assigrment and its probeble
duration. A1l Personal Bank Assigmmaents must have the con-
currence of the Hesd of the Loglstics Career Service; or

() Recommend to the Head of the lLogistics Career Service that
the proposed promotion not be effected and provide appropriete
reagous vhy not. In this event, the Head of the loglstice
Career Bervice will give due congideration to recammendations
a8 to the timing of s promotion or that a proposed pramotion
ot be effected.

The logistics Personnel Office will review the Proposed Pramotion
Request {3P-52) in order to assure that it hes been prepared and
processed in accordance with estalilighed policies and procedures,
and forwmrd 1t to the Office of Personnel for review snd sction.
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Employees will be evaluated and ranked in numerieal order in
aceordence with the total number of points acerued through the
following eight fesetoras:

(1) Eveluation of Performance

In eomputing points for this fastor, sall Fitness Reportis, re-
fleeting the past two-year period, will be considered and
averaged ‘nto & point value, However, Fitnems Reports dwring
this two-year pericd &t s lower grede than the employee now
holds will not be considered. Points will be awerded as
follows:

Eveluation No, of Points

Does not pexforsm duties sdeguately; ‘s insompetent « 0
Barely adeguate in performance; although has had

gpecific guidange or trsining, often falls to earry

out responBibilities o« ¢ 2 5 2 # o o o 5 ¢ ¢ s ¢ 2 8 » Q

Performs moat duties seceptebly; oscasionally reveals
some area OFf WSAKNAES o« ¢ ¢ * % % & ¥ ¢ 5 ¥ F 5 5 s ® 5

Perforus duties in s competent, effective manner + + + 0

A fine performance: Uarries ocut meny responsibilities
axaeptionslly WBll o« ¢ » s 2 2 5 8 5 5 4 ¢ 5 6 06 9 2 i5

Performs duties in such sn cutstending manner: is
egualad by few other persons lmown to the supsrvisor , 20

) i — 1Pl :
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{2) Evelustion of Potentisl to Assume Greater Responsibilities

(3)

In gompubing points for this factor, all Fitness Reports re-
fleoting the past two-year period will be sonsidered and
averaged into a point value, However, Fitnsss Reports during
this two-yesr period at & lower grade than the employee now
holds will not be considered., Points will be awarded ess follows:

Byalustion No. of Points

Alresdy sbove the level &t whioh satisfectory
performance 2an e axpected o« « ¢ 4 5 ¢ 5 8 v s 0 e 0

Has reaghed the highest level at whigh satisfactory
performance ¢an be expetted « o o« s v 5 4 3 v & s 0 0 0

¥aking progress, but needs more iime belore being
tuf_{md +0 assune grester responsibilities « ¢ o o o 0

Resdy for training in assunming greater respongibilities 5

Will probsbly sdjust guickly to more responsible duties
without further training ¢« o ¢ ¢ 2 ¢ 2 ¢ 5 a5 ¢ s & b ied

Alresdy sssuning more regpongibilities than expected
st his present 18vel « 5 o + 25 ¢ 8 2 @ s % ¢ ¢ 2 & 15

An exeeptional person who is one of the few who should
be gonsidered for early assumption of higher level
TAAponBibilities » « ¢« ¢ 9 5 0 8 s e v s e 8 0 0 e 20

Evaluation of Total CIA Work Experience

In eomputing points for this fastor, employees will be given one
twelth of & point for eagh month employed by the Ageney or its
predacesgor Agencies {i.e,, Coordinator of Information; Offiece
of Strategic Services; War Pepartment, Strstegic Services Unit;
and Central Intellizence Group). No eredit will be given for
serviee prior to 1k July 1941,

6
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{6) EByaluation of Oversess

} In resogn tsion *bh_nt mmpﬂaﬁim ef OYETRERN SerVige repre~
| ° Jation of highly »egardsd Agensy experienze
-m, in wl&mm, reflonts the fulfiliment by the smployee
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for the satisfeatory ﬁmputim at oveYdess wervice, No
sredit will be alloved ngel Whayein service dome
P ! fastory on Fitneds Reports
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govering sueh pariods of time. In computing overseass
service, evedit will alsc be given for TY time and time
in & Sontract Employee Status overseas. A maximum of
fifteen,points will be given on the basis of one point for
esch six months of total time seumulated.

{t) "It is recognized that some logisties employses, who desire
to serve oversess, have not had sn opportunity for such;
scmb, because of their grades or gualifiestions, are not
sligible for oversess assignment; snd some, becsuse cof
physieal disabilities or compeassionate ressons, have not
baen able to asgept overseas aspignments. These factors
will be given prime considsration by thw logisties Career
Bomxd st sueh time as they review the Eligibility Promotion
Lists,

(n

In eamputing pointes for this factor, employees will be given
points commensurate with the smount of formal eduestion whieh they
heve satisfactorily eompleted in an sceredited sollege, university,
high school, or thelr sguivalant, A maximg of ten points will be
given on the basis of ons point for smch college yesr {1i.,e. satis-
factory conplstion of thirty eredit hours or its equivalent)
sopleted, two points for essh degree recsived, and ons point for
possession of & hish sehool diploma.

(8)

{c) In eonpnting points for this fuctor, credit will be given
for internsl CIA courses and courses teken under CIA sponsor-
ship in externsl colleges, universities, technicsl sehoels or
their eguivalsnt. Credit will not be given for cn~the-job
type training, courses whersin sn esployee received an
wastisfastory grads or 414 not fully ccuplete the course,
and eourses vhish concern knowledges, skills, or subjeects not

spseifically required by the Uffice of logisties. A maximum
of ten points will be swarded as follows:

Interaal CJA Cowrses: one tenth of & point for sash twenty
to forty classroom hours of work.

Externsl Courses sponsored by the CIA: one tenth of & point

M sesh twenty to forty elsssroom hours; or two tenths of
s point for esch three oredit hours of eollsge or eguivalent
work completed,

¥ava) Freight Trensportation Behool, J monthe: 2 points
Eational Wer College, 10 monthsy 2 points

Arvuy War College, 10 months: £ points

Industrial College of the Armed Forees: 2 points
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{v) The following is s pertial list of recommended courses for
Iogistics dssignees:

Nege of Courge and Duretion ' Sponsor
Logistics Bupport Course - 6 weeks 8 /OL
Logistics Bupervisory Tr. - & hours u
Procurement Support Program - § hours "

War Flanning - 3 woeks DDS/OTR
Language Training {m CIA) - 6 months "
Langoage Treining (out of CIA) - 6 mos.  External

Ammed Porces Packaging Course - 3 weeks Defense
Materisl Bandling & Packaging - 3 weeks Revy
Awy logistics Ngt. Center Courses:

1 5 3-week courses Army

3 to 12~week courses ®
Contract Segotiators' Training - 3 veeks Ravy
I8¢ Procedures - 30-45 hours Brternal
Special courses relsting te Ordnance,

Printing & Reproduction, Packing %

Crating, Supply, Trensportation,

Procurement, Beal Eatate, Construction,

otc. External
Genersl Ageucy Courses
Operations Course - 16 weeks DDS/OTR
Operstions Femiliarization - 6 weaks "
Operstions Support Course - 5 weeks "
Clandegtine Bervices Review - ] wesks "
Intelligence Orientation - 3 weeks "

Adminigtrative Procedures - 2 weeks "

Besic Supervision - k0 hours DS,/ OMR
Paslc Management ~ 4O hours
Bffective Writing - 20 hours "
Writing Workshop - 27 hours "
Rffective Spesking - 12 bours o

Conference lLeedership - 12 hours !
Besding Improvement - 30 hours #
Waeding Analyeis - 6 hours N
fnstroctional Techniques - BO hours "
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